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San  Francisco  Public  Library 
Meeting  Room  Policy 


It  is  the  policy  of  the  San  Francisco  Public  Library  Commission  to  allow  organizations 
and  groups  use  of  Library  meeting  rooms,  when  those  facilities  are  not  needed  for 
activities  sponsored  in  whole  or  in  part  by  the  Library,  and  when  such  use  is  not 
disruptive  of  the  programs  and  activities  of  the  Library.  Such  permission  is 
revocable  and  does  not  constitute  a  lease.  Permission  to  use  a  Library  meeting  room 
does  not  imply  Library  endorsement  of  the  aims,  policies,  or  activities  of  any  group 
or  organization. 

The  primary  purpose  of  the  Library  is  to  serve  as  a  resource  for  learning,  studying, 
and  contemplating  ideas.  The  Library  believes  that  the  provision  of  a  safe  and  quiet 
environment  is  necessary  to  fulfill  this  purpose.  Furthermore,  the  Library  serves  as 
an  important  educational  facility  for  children  and  youth,  and  its  rules  must  be 
applied  in  a  manner  that  takes  particular  account  of  their  safety  and  welfare,  as  well 
as  the  needs  of  other  patrons.  Public  use  of  meeting  rooms  is  not  a  primary  purpose 
of  the  Library,  and  should  not  be  allowed  to  disrupt  the  Library1  s  primary  purpose. 


Eligibility  and  Allocations  for  Use  of  Meeting  Rooms 

1.  Permission  to  use  a  Library  meeting  room  may  be  granted  to  another  City 
department,  agency,  or  commission,  and  to  public,  private,  and  non-profit  civic, 
cultural,  intellectual,  charitable,  and  educational  groups  and  organizations. 


2.  In  scheduling  the  use  of  its  meeting  rooms,  the  Library  may  grant  priority 
first,  to  groups  and  organizations  affiliated  with  the  Library;  second,  to 
neighborhood  and  community-based  groups  and  organizations  from  the  area  served 
by  the  particular  Library  facility;  and  third,  to  children  and  youth  groups  and 
organizations  involved  in  literacy  or  educational  programs. 


Restrictions  on  Use  of  Meeting  Rooms 

3.  All  Library  facilities  of  the  City  and  County  of  San  Francisco  are  part  of  a 
unified  system.  Although  applications  to  use  a  facility  shall  be  addressed  to 
the  branch  librarian  or  to  the  Chief  of  the  Main  Library,  this  meeting  room 
policy  does  not  guarantee  an  applicant  the  facility  or  time  requested.  This 
policy  reserves  to  the  City  Librarian  the  authority  to  overrule  a  grant,  denial, 
or  modification  of  permission  to  use  Library  facilities  to  the  end  that 
facilities  and  times  of  use  may  be  authorized  in  a  fashion  that  best  promotes 
the  operation  of  the  Library  system  and  minimizes  disruption  of  the  programs  and 
activities  of  the  Library. 

4.  Meeting  rooms  shall,  in  general,  be  available  only  during  normal  business  hours 
of  the  branch  or  Main  Library.  Under  special  circumstances,  and  by  prior 
arrangement  with  the  Chief  of  Branches  or  the  Chief  of  the  Main  Library, 
permission  may  be  granted  for  use  of  a  meeting  room  when  the  facility  is  closed. 
The  City  Librarian   shall   promulgate  rules   governing   the   use   of  Library 
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facilities  outside  of  normal  business  hours.  The  Library  reserves  the  right  to 
collect  reasonable  reimbursement  for  any  additional  costs  incurred  for  use  of 
a  meeting  room  during  closed  hours. 

5.  All  meetings  of  organizations  held  in  Library  meeting  rooms  shall  be  open  to  the 
public  (excepting  lawful  executive  sessions  of  governmental  bodies).  All 
meetings  shall  be  publicly  noticed  in  the  affected  Library  facility  and  in  the 
Main  Library  at  least  72  hours  in  advance  of  the  meeting. 

6.  The  Library  reserves  the  right  to  attend  any  meeting  held  in  its  facilities 
(excepting  lawful  executive  sessions  of  governmental  bodies)  to  ensure  no 
unlawful  activities  are  occurring  on  Library  premises. 

7.  The  Library  may  impose  reasonable  conditions  for  the  use  of  its  meeting  rooms 
to  ensure  that  public  or  private  property  is  not  damaged  through  use  of  its 
facilities,  and  to  ensure  that  the  comfort,  convenience,  safety,  or  welfare  of 
the  public  is  not  disturbed.  Unlawful  activity  shall  not  be  permitted  in  the 
meeting  rooms  or  on  Library  premises,  and  such  activity  shall  be  a  basis  to  deny 
future  use  of  Library  meeting  rooms  by  groups  or  individuals  violating  this 
pol icy. 

8.  No  outside  group  or  organization  using  a  Library  meeting  room  shall  charge  an 
admission  fee  or  sell  any  material  or  service  for  private  profit  or  gain,  except 
as  permitted  by  rules  promulgated  by  the  City  Librarian.  Groups  and 
organizations  may,  however,  conduct  such  customary  activities  as  collecting  dues 
from  members  or  coffee  money.  Groups  and  organizations  formed  to  support  the 
programs  and  activities  of  the  Library  may  use  Library  facilities  for 
fundraising  activities  which  further  that  support. 


Applying  for  Use  of  Meeting  Rooms 

9.  Permission  to  use  a  Library  meeting  room  shall  be  obtained  by  application  filed 
at  least  one  week  prior  to  the  scheduled  meeting  date.  The  Chief  of  the  Main 
Library  and  the  Chief  of  Branches  may  grant  exceptions  to  this  requirement  when 
the  need  for  the  meeting  arises  under  circumstances  that  do  not  allow  compliance 
with  the  one-week  requirement.  Applications  for  use  of  a  meeting  room  shall  be 
submitted  to  the  head  of  the  branch  library  where  the  room  is  located  or,  in  the 
case  of  the  Main  Library,  to  the  Chief  of  the  Main  Library.  All  applications 
shall  be  public  records  and  shall  be  available  for  inspection,  both  at  the 
branch  library  and  at  the  Main  Library.  No  application  for  a  meeting  of  less 
than  six  (6)  persons  shall  be  accepted. 

10.  The  Library  reserves  the  right  to  revoke  or  modify  permission  to  use  its  meeting 
rooms,  or  to  modify  conditions  imposed  on  the  use  of  those  rooms,  where 
necessary  to  adapt  to  the  operational  needs  of  the  Library  or  the  needs  of 
Library  users  afforded  a  higher  priority  under  Section  2  of  this  policy.  The 
Library  further  reserves  the  right  to  deny  applications  for  use  based  on  the 
availability  of  space,  frequency  of  use,  or  requests  for  space  by  other  groups 
and  organizations. 
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11.  Permission  may  be  granted  to  groups  and  organizations  for  multiple  meetings  over 
a  period  not  to  exceed  six  (6)  months.  Groups  whose  meetings  are  tied  to  a 
school-year  calendar,  however,  may  be  granted  permission  for  multiple  meetings 
for  a  period  not  exceeding  nine  (9)  months.  Renewal  applications  may  be 
submitted;  prior  use  of  Library  meeting  rooms  shall  not  entitle  applicants  to 
future  use. 

12.  Denial  or  grant  of  an  application,  or  a  modification  of  permission  already 
granted,  may  be  appealed,  by  any  person  adversely  affected,  to  the  City 
Librarian.  The  City  Librarian  shall  render  a  decision  in  writing.  Any  decision 
of  the  City  Librarian,  in  the  first  instance  or  on  appeal,  may  be  appealed,  by 
any  person  adversely  affected,  to  the  Library  Commission.  All  appeals  shall  set 
forth  in  writing  the  basis  of  the  appeal  and  shall  include  a  copy  of  the 
application.  In  addition,  consistent  with  this  policy,  the  City  Librarian  may 
overrule  any  decision  granting,  denying,  or  modifying  permission  to  use  a 
Library  facility. 

13.  The  City  Librarian  is  authorized  to  issue  rules  that  are  consistent  with  this 
policy  and  further  its  implementation. 


s 
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Priority  of  Use 

First  priority  shall  be  granted  to  Library-sponsored  events.  In  descending  order 
this  includes:  1)  Library  staff-generated  meetings  2)  Groups  and  organizations 
affiliated  with  the  library.  3)  Events  jointly  sponsored  by  the  Library  and  other 
community  groups. 

Second  priority  will  be  given:  1)  Public  meetings  sponsored  by  other  City  agencies. 
2)  Meetings  and  events  sponsored  by  neighborhoods  and  community-based  groups  and 
organizations  from  the  area  served  by  the  particular  library  facility. 

Third  priority  will  be  given  to  children  and  youth  groups  and  organizations  involved 
in  literacy  or  educational  programs. 

Fourth  priority  will  be  given  to  all  other  groups  with  the  exception  of  those  noted 
below. 

All  meetings  shall  be  open  to  the  public  except  for  staff  operations  meetings  and 
authorized  executive  sessions  of  city  commissions. 


Application,  Scheduling  and  Posting 

Applicants  shall  make  requests  for  meeting  rooms  on  forms  provided  by  the  Library. 

Individuals  requesting  use  of  meeting  rooms  must  submit  verified  evidence  of 
residency  in  the  City  and  County  of  San  Francisco. 

Organizations  requesting  use  of  meeting  rooms  must  be  located  in  or  operate  on  a 
regular  basis  within  the  City  and  County  of  San  Francisco. 

Groups  can  make  a  request  to  schedule  meetings  for  up  to  six  months.  If  a  group 
is  organized  around  a  school  year,  it  can  request  meetings  up  to  nine  months. 

The  library  will  accept  no  application  for  a  meeting  of  fewer  than  six  (6)  persons. 
Exceptions  will  be  made  only  for  student  tutor  pairs  from  educational  programs. 

An  application  must  be  filed  at  least  one  week,  but  no  sooner  than  six  months  before 
an  event's  date. 

Reservations  are  not  confirmed  until  the  application  has  been  signed  by  the 
appropriate  library  administrator  (or  branch  manager)  and  returned  to  the  organization 
representative. 

The  library  will  post  all  applications  and  schedules  of  meetings  for  public  review 
at  least  72  hours  in  advance  of  all  meetings  or  activities.  The  posting  will  be  in  a 
place  designated  by  the  branch  librarian  as  well  as  in  the  Documents  Section  of  the 
Main  Library. 

Confirmation  of  permission  to  use  the  meeting  room  must  be  acquired  by  the  day  of 
the  meeting  to  gain  access  to  the  meeting  room. 

First  time  applicants  must  provide  written  information  about  their  organization  such 
as  statement  of  purpose,  sample  publications,  etc. 
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Availability  of  Facilities 

Facilities  are  generally  available  only  during  open  hours.  Permission  will  be 
granted  for  use  of  certain  facilities  during  closed  hours  only  if  the  requesting 
organization  is  willing  to  cover  the  costs  of  a  staff  member  and/or  a  janitor  on  the 
premises.    Permission  will  also  be  dependant  on  the  availability  of  staff. 

Branch  meeting  rooms  can  only  be  used  hours  when  the  Library  is  closed  under  the 
following  conditions: 

1.  The  meeting  room  has  a  separate  entrance  and  access  to  restroom  facilities. 

2.  Access  to  the  meeting  room  is  separate  from  the  rest  of  the  library. 

3.  A  responsible  member  of  the  group,  using  the  meeting  room,  agrees  to  pick  up 
the  key  the  day  of  the  meeting  and  return  it  the  next  day 

The  following  facilities  are  available  for  public  use: 


FACILITY 

*Bayview-Anna  E.  Waden 
Branch 

ADDRESS 
5075  3rd  St. 

PHONE 

468- 
1323 

WHEELCHAIR 
ACCESSIBLE 

Yes 

SEAT 
80 

Bernal  Heights  Branch 

500  Cortland  Ave. 

695- 
5160 

Yes 

100 

Chinatown  Branch 

1135  Powell  St. 

274- 
0275 

Yes 

35 

Excelsior  Branch 

4400  Mission  St. 

337- 
4735 

Yes 

60 

Noe  Valley-Sally  Brunn 
Branch 

451  Jersey  St. 

695- 
5095 

No 

50 

*Park  Branch 

1833  Page  St. 

666- 
7155 

Yes 

100 

*Potrero  Branch 

1616  20th  St. 

285- 
3022 

No 

80 

Presidio  Branch 

3150  Sacramento  St. 

921- 
5003 

Yes 

35 

Western  Addition  Brand 

l       1550  Scott  St.  (at 
Geary) 

292- 
2160 

Yes 

20 

*  Available  for  closed  hours  use 


There  are  no  meeting  rooms  available  to  the  public  in  the  Main  Library  at  this  time. 
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Fees  and  Charges 

For  those  groups  using  the  meeting  room  during  closed  hours,  a  key  access  and 
security  deposit  of  $200  will  be  required  to  be  held  while  the  key  is  in  possession  of 
the  meeting's  representative.  The  deposit  will  be  forfeited  for  the  purpose  of 
rekeying  the  branch  if  the  key  is  not  returned  to  staff  as  scheduled,  for  covering 
damages  by  the  group,  or  to  recover  any  other  unauthorized  costs  incurred. 

Exceptions  or  waiver  of  fees  can  be  authorized  by  the  Library  Commission  for  the 
following  reasons: 

1.  An  emergency  situation  whereby  the  use  of  the  room(s)  will  best  serve  the  public 
good. 

2.  The  agency  has  authorization  for  use  of  the  room  prior  to  the  adoption  of  this 
pol icy. 


Waiver  of  Liability 

All  groups/organizations  shall  indemnify,  defend  and  hold  harmless  the  Library,  the 
City  and  County  of  San  Francisco,  its  officers,  agents,  and  employees  from  and  against 
any  and  all  claims,  suit  actions,  damages,  liabilities,  expenditure,  or  causes  of 
action  of  any  kind  arising  and  resulting  or  accruing  from  any  negligent  act,  omission 
or  error  of  the  group/organization  resulting  in  or  relating  to,  injuries  to  body,  life, 
limb,  or  property  sustained  in,  about  or  upon  the  Library  facilities  there  to,  or 
arising  from  the  use  of  the  premises. 

All  groups  shall  defend,  at  is  sole  cost  and  expense,  any  legal  action  claim,  or 
proceeding  instituted  by  any  person  against  the  County  as  a  result  of  any  claim,  suit 
or  cause  of  action  accruing  during  the  term  of  this  agreement  for  library  meeting 
facilities  for  injuries  to  body,  life,  limb  or  property  as  set  forth  above. 

All  groups/organizations  shall  hold  the  Library  and  City/County  of  San  Francisco 
harmless  from  and  against  all  judgements,  orders,  decrees,  attorneys'  fees,  costs, 
expenses  and  liabilities  incurred  in  and  about  any  such  claim  investigation  or  defence 
thereof,  which  may  be  entered,  incurred  or  assessed  as  a  result  of  the  foregoing. 


Sale  of  Merchandise     (Charging  Admission,  Selling  Merchandise) 

Groups  engaging  in  a  commercial  enterprise  cannot  limit  access  to  the  meeting  room 
by  charging  an  entry  fee.  No  materials  or  services  may  be  sold  for  private  profit  or 
gain.  Groups  may  conduct  such  customary  organizational  activities  as  collecting  dues 
or  coffee  money  from  their  members  and  others  attending. 

Admission  fees,  sale  of  merchandise  and  other  revenue-producing  activities  are 
permitted  in  which  the  commercial  activity  directly  benefits  the  library. 

►  All  book  sales  and  similar  sales  shall  be  handled  entirely  by  representatives 
of  the  authorized  group  or  organization.  The  library  staff  will  not  be 
responsible  for  shipping  or  storage  of  materials,  or  handling  of  monies 
regarding  sale  items. 

►  Any  fund  raising  events  on  behalf  of  the  library  shall  donate  10%  of  sales 
directly  to  the  library.  • 
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Unauthorized  Activity 

The  following  activities  will  result  in  the  revocation  of  an  organization's  meeting 
room  privileges: 

•  Allowing  meetings  to  run  later  than  the  Library's  closing  or,  when  the  meeting 
is  held  during  closed  hours,  longer  than  specified  in  the  application. 

•  Smoking  in  any  public  meeting  space. 

•  Failure  to  remove,  after  use  of  the  facility,  any  equipment,  materials,  utensils 
and  other  items  belonging  to  the  organization. 

•  Failure  to  cleanup  after  the  meeting  and  leave  the  room  in  the  same  condition 
as  found. 

•  Without  prior  approval,  food  or  beverages  will  not  be  permitted.  To  safeguard 
health  standards  and  insure  proper  cleanliness,  authorization  for  the 
consumption  of  food  or  beverages  in  Library  meeting  rooms  must  be  authorized 
within  the  application  process. 

•  Use  of  the  meeting  room  by  groups  consisting  predominantly  of  people  under  the 
age  of  18  without  adult  supervision  of  a  ratio  of  at  least  1  adult  per  20 
chi ldren. 

•  Defacing  or  damaging  the  meeting  room,  its  furniture  or  equipment  in  any  way 
(e.g.  putting  up  posters  without  permission,  painting  or  writing  on  any  surface) 

•  Theft  of  library  property. 

•  Noise  volume  at  a  level  that  can  be  clearly  heard  in  the  Library's  work  or 
public  areas. 

•  Charging  admission. 

•  Recruiting  for  a  course  or  program  for  which  a  charge  is  to  be  made. 

•  Any  activity  in  the  meeting  room  that  is  deemed  in  violation  of  federal,  state, 
city  or  county  laws,  codes  or  ordinances. 

•  Any  other  violations  of  the  rules  or  policies  of  the  library. 


Appeal  Process 


A  group/organization  may  appeal  the  decision  of  allocation  or  denial  of  meeting  room 
facilities  in  writing  to  the  City  Librarian  setting  forth  the  basis  of  the  appeal  and 
attaching  a  copy  of  the  application. 

The  City  Librarian  will  respond  in  writing  within  48  working  hours  of  the  appeal. 

Further  appeal  may  be  made  to  the  Library  Commission's  Planning  &  Operation 
Committee  by  written  referral  of  both  the  City  Librarian's  written  response  and  the 
original  appeal  document  and  application. 
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SAN  FRANCISCO  PUBLIC  LIBRARY 
APPLICATION  FOR  USE  OF  PUBLIC  MEETING  ROOMS 


(Adopted  9115192) 


Expiration  Date:  

NOTE:  Complete  this  form  in  duplicate  and  submit  to  Manager  of  Requested  Facility. 


Dates  Requested: 

Time  Requested: 

Facility: 

Attendance  Expected: 

Describe  event  or  purpose  of  meeting: 

INFORMATION  ON  REQUESTING  ORGANIZATION: 


Name  of  Group: 

Non-Profit: 

Yes  O    No  O 

Purpose  of  Group/Type  of  Activities  to  Take  Place  in  the  Library: 

Primary  Contact  Person: 

Position  in  Group: 

Full  Mailing  Address: 

Day  Phone: 

Evening  Phone: 

Secondary  Contact  Person: 

Position  in  Group: 

Full  Mailing  Address: 

Day  Phone: 

Evening  Phone: 

CONDITIONS  FOR  USE:  Insurance  required?  Yes  d     No  d  .  If  yes,  attach  insurance  rider. 


 (identify  group  or  organization)  shall  indemnify  and  save  harmless  the  City  from  and 

against  any  and  all  loss,  damage,  injury,  liability,  and  claim  thereof  for  injury  to  or  death  of  a  person,  including  employees  of 

the  (group  or  organization)  activities  including,  but  not  limited  to  use  of  the  City's  facilities 

or  equipment,  regardless  of  the  negligence  of,  and  regardless  of  whether  liability  without  fault  is  imposed  or  sought  to  be 
imposed  on,  City,  except  to  the  extent  that  such  indemnity  is  void  or  otherwise  unenforceable  under  applicable  law  in  effect 
on  or  validly  retroactive  to  the  date  of  this  agreement  and  except  where  such  loss,  damage,  injury,  liability  or  claim  is  the  result 
of  active  negligence  or  willful  misconduct  of  City  and/or  is  not  contributed  to  by  any  act  of,  or  by  any  omission  to  perform  some 
duty  imposed  by  law  or  contract  on  (group  or  organization),  its  agents  or  employee. 

 (identify  group  or  organization)  shall  indemnify  and  hold  City  harmless  from  all  loss  and 

liability,  including  attorney's  fees,  court  costs,  litigation  expenses  and  all  other  liabilities  incurred  in  and  about  any  such  claim 
investigation  or  defense  thereof,  which  may  be  entered,  incurred  or  assessed  as  a  result  of  the  foregoing. 

I  certify  I  have  read  the  meeting  room  rules,  Waiver  of  Liability,  and  Conditions  of  Use  and  agree  to  all  provisions  of  the  above: 

 (signature)   (date). 

SPECIAL  AUTHORIZATION: 

REFRESHMENTS:    (initials  of  authorizing  authority). 

FEES  PAID/WAIVED :     Room  rental:  $   rec'd/waived  by:  

Key  Deposit:  $   rec'd/waived  by:  

Janitorial:       $   rec'd/waived  by:  

O  Approved     CU  Disapproved     CD  Room  Not  Available:  Alternate  Suggested:  

BY:  BRANCH/MAIN  MANAGER:  


SFPL  -  IS 


fillip 


5B# 


■  <  . 


